MARYLAND MEDICAID — ATTACHING DOCUMENTS TO YOUR ePREP
APPLICATION

Most Maryland Medicaid Application submitted in ePREP will need at least one document
attached. Be sure to disable your pop-up blocker when using the ePREP portal. The ePREP
portal is most compatible with Google Chrome.

In this example we will be attaching the providers Tax ID or EIN to her application.

Step 1. you must fill in the TIN/EIN number, which has already been done. (See red arrow in
screenshot)
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Also, take notice of the red X next to the paperclip (just below where the TIN/EIN number has
been entered). This indicates nothing has been attached. Once a document has been attached,
you will see a green check mark in place of the red X with a “1” in a red circle next to the
paperclip.



Step 2. Hover over the paperclip icon for a sample document of what document is required in
this section.
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Step 3. Hover over the small sample and a full-sized sample will appear. The hover help is
available at each place you will need to attach a document.
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Dear Taxpayer:

We received your Dec. 31, 2013, Form 1040 federal individual
income tax return, but we need more information to process the
return accurately, Unless required otherwise, send us your reply
within 20 days frem the date of this letter (30 days if outside of
the United States).

Enclose anly the information requested and any forms, schedules or
other information required to support your entries and a copy of this
Tetter. Don't send a copy of your return unless we ask you to do so.
We'11 issue any refund due to you in about & to 8 weeks from the time
ve receive your response. If we don't receive a response from you,
we may have to increase the tax you owe or reduce your refund.

To obtain the forms, schedules, or publications to respond to this
letter, visit www.irs.gov or call 1-800-TAX-FORM (1-800-829-3676)

Form 8586 is incomplete or missing from your return. Complete
the form with information that supports $5.00 on line
1d, Form 3800.

1f you have questions about this letter, call the appropriate
telephone number Tisted below:

- 1-B00- 829-0922 (Individual-Wage Earners)

- 1- B0DO- 829- 8374 (Individual-5elf Employed/Business Owners)
1-BOO- 829- 4058 (Telecommunication Device for the Deaf, TDD)
1-267-941- 1000 (Outside of the United States) not toll-free

If you prefer, you can write to us at the address shawn at the
beginning of this letter.

If you want to send the information by fax, our fax number is
1-855-204-5017. Due to the high volume, we can’t acknowledge receipt
of your fax. Your faxed signature{s) will become a permanent part of
your filing. Don't send another copy by mail. Doing so could delay
the processing of your return. Be sure to put your taxpayer
identification number on each page faxed. Your cover sheet must
contain the following infarmation:




Step 4. Attaching the document. In the screen shot below, click on the paperclip.
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Step 5. After clicking the paperclip, the Document Upload screen will appear. Click “Select your
file....” which will give you access to your saved documents on your computer.
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Step 6. Find the document that is appropriate, double click on it and it will appear in the
screenshot as seen below. Make sure to type in the description of document you are attaching
and unclick Share it in Document Library.

Upload Document

Drag and drop here, or

File size can not be greater than 50 MB

Please note that in order for your document to be reviewed, you must remove any

passwords that have been used to keep it secure.

Sample TIN EIN.docx is now ready to be attached to your application. To finish the
attachment process, enter the required information then select Attach

Section Name TIN/EIN & Business License

Document Name Sample TINEIN

Title [Samp\eTlN EIN

Description TIN/EIN Number

(3 share it in Document Library. 4—/_

This is a sensitive document.

Step 7. The next screen that appears is shown below. This is the Application Field — Document
Library screen. Be sure to X out of this screen.

Application Field - Document Library

TIN/EIN & Business License section

Document name Title Description Attachment type Filesize (KB) Datecreated Action

FysemoieTINENGoc  Semple TINEIN - TIN/EINnumper - TINEIN 201 10202021 SO @ @D




Step 8. The following screenshot will show that you have successfully attached your document.
It will have your description which in this case is Sample TIN EIN. As previously described, the
red X next to the paperclip will be replaced by a green check mark and there will be a number 1
in a red circle as well.
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This is the process you will repeat anytime a document is required to be attached throughout
any type of application.



